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Course Overview

Course Objectives

Upon completion of the course, participants are able to:
e Define basic voucher terms

e Describe the voucher process in SMART, including the impacts to other modules

e Create a voucher without a purchase order
e Create a voucher with a purchase order

e Create ajournal voucher

e Create areversal voucher

e Manage vouchers

e Monitor control groups

Agenda
Today, we will cover the following topics:
e Understanding Vouchers
e Creating a Voucher without a Purchase Order
e Creating a Voucher with a Purchase Order
e Creating a Journal Voucher
e Creating a Reversal Voucher
¢ Managing Vouchers
e Monitoring Control Groups

Participant Notes:
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Lesson 1: Understanding Vouchers

Objectives
Upon completion of this lesson, participants are able to:
e Describe the five distinct levels in Accounts Payable where controls are set
o Define basic voucher processing terms
e List the types of vouchers that can be entered into SMART
e Explain when to use each type of voucher that can be entered into SMART
e Describe the changes in voucher processing from the existing State of Kansas
voucher processing to voucher processing in SMART
e Describe the end-to-end process for voucher processing, including the lifecycle
of a voucher
e Explain how voucher processing fits into the overall Accounts Payable process in
SMART
e List the roles involved in the Voucher process and describe tasks performed by
each role

@ Key Terms

e Business Unit — The SMART field that defines each agency of the State

e Control Group — A means of grouping vouchers for entry and processing

¢ Invoice — An itemized bill for goods sold or services provided, containing
individual prices, the total charge, and the terms

Participant Notes:
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e Origin — Indicates the manner in which a transaction was loaded to SMART (i.e.,
online or batch). May also be defined at agency, organizational structure and/or
user levels

e Vendor — Any person or company from whom the State of Kansas purchases
goods or services, including state agencies, sub-recipients, and sub-grantees

¢ Matching — An automated process of comparing values found in three different
business documents — voucher, purchase order, and receipt — prior to approving
a voucher for payment. This process provides assurance that the products listed
on a vendor invoice were requested and received at the appropriate price and in
the appropriate quantity.

e Budget Checking — The process of comparing expenditure or revenue
transactions against a defined budget

Topic 1: Understanding the Accounts Payable Control Hierarchy

In SMART Accounts Payable, business units sit on top of a control structure that
facilitates both voucher entry and payment processing. Default values entered at the
business unit level default to the transaction level; unless you override the defaults with
values stored at an intermediate level, such as voucher origin, control group, or vendor.

The control levels below the business unit provide the following options:
e Default — Allows you to select the default that was set at the next higher level

e Specify — Allows you to specify a different value

Participant Notes:
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This control structure is also called a hierarchy. The following diagram shows the
hierarchy for SMART Accounts Payable:

Business Unit

Youcher Origin

Control Group
Yendor

Youcher

Figure 1. Accounts Payable Hierarchy

e The SMART Accounts Payable hierarchy is composed of five levels:

@)

Business Unit — The business unit is the highest level of the hierarchy.
For the State of Kansas, it represents an agency. The majority of defaults
for fields on transactions in Accounts Payable are set at this level. These
defaults reduce the amount of data entry and reduce potential errors.
Origin — Another level of defaults can be set up at the origin. Each
transaction that is entered into SMART must have a valid origin (online or
batch).

Control Group — A means of grouping vouchers in order to maintain
control over them

Vendor — The persons or companies from whom the State of Kansas
buys or contracts products and services are called vendors

Voucher — SMART Vouchers are the electronic equivalent of vendor
invoices. They are the means of paying for goods and services.
Vouchers can be entered either manually or through an Electronic Data
Interchange (EDI).

Participant Notes:
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e The hierarchy increases the ease of data entry and enables defaults to be set up
in the system. Default values entered at the business unit level appear
automatically at the voucher level, unless you override the defaults with values
stored at an intermediate level (namely, the voucher origin, control group, or
vendor level). This hierarchy provides increased flexibility and control to fit
unique business needs. For example, instead of requiring an Accounts Payable
user to enter the same default values repeatedly on vouchers, the system uses
the control hierarchy to enter the predetermined values automatically. Then the
user can override these values on the voucher.

e When default values are entered the system will validate the information, then
validates it again at voucher save. It verifies that the correct values are being
used.

Topic 2: Voucher Key Terms and Concepts

e Voucher

o Vouchers are the bottom level of the hierarchy. Vouchers are unpaid
invoices or adjustments entered into the system from voucher origins
such as online, batch transaction, and interunit billing.

o Each voucher is assigned a unique identifier. This identifier (called
Voucher ID) provides a means for tracking all invoices in SMART.

o Vouchers tie together vendor, invoice date, invoice amount, line items,
distribution (accounting information), and purchase orders / receivers for
an individual vendor invoice

e Invoice — An invoice is an itemized bill for goods sold or services provided,
containing individual prices, the total charge, and the terms of the vendor
¢ Payments (checks) — Payments are issued to a vendor to pay for a voucher

Participant Notes:
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The following is a table of payment terms for the State of Kansas and an explanation of
when they are used:

Payment Term  When Used

00 | Payment is due immediately
Net 7 | Payment is due 7 days from the date of the invoice
Net 10 | Payment is due 10 days from the date of the invoice
Net 15 | Payment is due 15 days from the date of the invoice
Net 30 | Payment is due 30 days from the date of the invoice
Net 45 | Payment is due 45 days from the date of the invoice
5M | Payment is due on the 5™ of this month
10M | Payment is due on the 10™ of this month
14M | Payment is due on the 14™ of this month
15M | Payment is due on the 15" of this month
20M | Payment is due on the 20™ of this month
25M | Payment is due on the 25" of this month
26M | Payment is due on the 26" of this month
30M | Payment is due on the 30" of this month
EM | Payment is due at the end of this month
1M1 | Payment is due the first of next month
7M1 | Payment is due the 7" of next month
EML1 | Payment is due at the end of next month

Table 1. State of Kansas Payment Terms

e Voucher Styles — Voucher styles are types of vouchers. When you enter
specific voucher styles, you use the same pages as regular vouchers, with some
different secondary pages, fields, field values, and processing. The State of
Kansas will use the following voucher styles:

Participant Notes:
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Voucher Style When Used

Regular Used for entering vouchers that are purchase orders and non-purchase
order related vouchers. This is the default setting in SMART.

Journal Used for correcting accounting entries on a posted or paid voucher

Adjustment Used for entering a credit or debit memo, or for relating one voucher to
another voucher

Template Used for creating a template for generating regular vouchers with
similar information

Reversal Used to undo a transaction, including back out incorrect vouchers,

restore the encumbrance for actuals and budgets, and reduce the
purchase order’s matched quantity or amount

Single Payment

Used for entering a voucher without having to record the vendor
information in the vendor table

Table 2. SMART Voucher Styles

A voucher is made up of three sections:

Voucher Section Information Included

Header Business Unit, Voucher ID, Voucher Style, Invoice Number, and
Invoice Date

Line Distribute By, Item, Description, Quantity, UOM, Unit Price,
Extended Amount, Ship To, and SpeedChart

Distribution Amount, Account, Quantity, GL Unit, Department, Fund, Budget

Unit, Program, Budget Date, Agency Use, and Service Location.

PC Business Unit, Project, and Activity are required PC
ChartFields for grant/project-related transactions. Agencies may
optionally choose to use Source Type, Category, and
SubCategory. Agencies using Source Type, Category, and
SubCategory will determine which of these PC ChartFields are
optional or required.

Table 3. Voucher Sections

Participant Notes:
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e Changes to the Voucher Process
o In SMART, matching for vouchers against purchase orders or from a
receiver is automated. Prior to SMART, matching was a manual process
o In SMART, workflow is automated for voucher processing. Prior to

SMART, many agencies used manual workflow or had no workflow
process established.

o Currently, agencies are able to “shut down” particular funds or accounts.
In SMART, budgets are effective dated so agencies must stop
encumbrances or payments against a Budget ChartField. In this case,
items that have already been budget checked will pass through the
system for payment.

Topic 3: Understanding the Voucher Process and Roles

e After you have set up all your control information, established your Accounts
Payable control hierarchy, and entered approved vendors in the system, you are
ready to enter vouchers into the system.

e This lesson discusses one method of entering vouchers into the system: using
the online Voucher component. The pages in this component are the equivalent
of electronic voucher forms on which you can record invoice information from
your vendors into SMART.

Participant Notes:
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End-To-End Voucher Process: The following two diagrams represent the routes a

voucher can follow in the End-To-End Voucher Process.

Create control group

A 4 A 4 A 4
) Save/Edit Purchase order Budget checking
(Clreele VouiE vouchers related? o process runs
T T A A
| | | Yes No
h 4 | | h 4
| |
I I Matching process Matchin
Delete vouchers |4 — — 4 L—_—— 9 P! . 9
runs exception exists?
A
Yes
——Required—p
Research and resolve
— —Optional— p match exceptions

Figure 2. End-to-End Voucher Process part 1

Research and resolve
budget errors

2

Yes

Budget error
exists?

Participant Notes:
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»{ Pending approval

Send voucher for N A o | Research and resolve
@—' approval v Denied g errors

Set off process
runs

> Approved »

v

Vouchers are
Vouchers are unposted - —

Voucher becomes
payment

h 4

Close vouchers

——Required—p

— —Optional— P

Figure 3. End-to-End Voucher Process part 2

The Voucher Life Cycle

As vouchers are entered into the system, they will be assigned different statuses. When
a voucher is first entered into the system, it has an entry status of open. When the
voucher is saved for the first time, the system validates information entered by the user
with information defaulted from the control hierarchy to ensure correct entries. If the
voucher passes all validations, it goes into a postable state.

When a voucher is posted in SMART, the system creates balanced accounting entries to
record your liability and sets the post status to posted. When a voucher is in a posted

Participant Notes:
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state, users can make only limited changes to it. They can change only descriptive
information that does not affect the numbers on the voucher. To change the numbers or
ChartFields on a posted voucher, users must first unpost the voucher to create reversing
entries. This action puts the voucher back into a postable state, as if it had never been
posted. Users can then change the necessary fields.

The following table shows the various statuses a voucher can have:

Status While After Saving

Processing
Entry Status Open Recycle, Rejected, or Postable
Match Status (Vouchers with To Be Matched Matched, Rejected, or Manually
PO/Receivers) Overridden

Approval Status

To Be Approved

Pending Approval, Approved, or
Denied

No Match (Direct Pay Vouchers)

Note: Direct Pay Vouchers will
have a status of No Match

Budget Status

Not Checked

Valid, Error or Warning

Post Status

Postable

Not Posted or Posted

Payment Status

Not Selected

Selected for Payment or Paid

Agency Roles

Table 4. Voucher Statuses

Roles exist between your user ID and permission lists. They are the security that allows
you to see the SMART pages necessary to do your job. Many roles can be assigned to
a user ID, i.e. the Accounts Payable Processor role can be assigned to many user ID’s.

Participant Notes:
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Accounts Payable
Processor

Role ' Description

This role is responsible for entering vouchers, searching for
vendors, deleting vouchers, correcting voucher errors, creating
manual payments, running the matching process, and viewing
vendor information

Accounts Payable
Supervisor

This role is responsible for understanding the tasks of the Accounts
Payable Processor role, as well as unposting vouchers, marking a
voucher for closure, and posting vouchers

Accounts Payable
Maintainer

This role is responsible for maintaining vouchers, setup, and
maintenance of control groups, updating vouchering options in
control groups, deleting control groups, monitoring the matching
and budget checking errors, posting vouchers, and generating
journals. This role will also run match/error reports, check budget
error reports, and maintain tables.

AP Interfund
Processor

This role will be responsible for entering and updating Interfund
vouchers, correcting Interfund voucher errors, and managing
Interfund comments. This role will also delete the voucher
associated with an Interfund transaction, as needed, but not the
Interfund transaction record.

AP Interfund
Approver

This role will be responsible for approving Interfund vouchers. This
role will also delete Interfund transaction records, as needed, after
the corresponding transactions (deposit and voucher) have been
deleted.

Topic 4: Matching

Table 5. Agency Accounts Payable Roles

e Three way matching — Three way matching refers to the process of comparing
values found in three different business documents — voucher, purchase order,
and receipt — prior to approving a voucher for payment. This process provides
assurance that the products listed on a vendor invoice were requested and
received at the appropriate price and in the appropriate quantity. The
components of three way matching include:

Participant Notes:
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o Goods are ordered via purchasing. The purchase order identifies the
price and quantity of the goods ordered. When the goods are shipped,
the quantity received is entered into SMART by the receivers.

o When the invoice is received, a voucher is created and matched to the
purchase order and receiving documents

e Potential errors:

o No Receipts Found

o Voucher item not = PO item

o Voucher item not = receiver item

o Line total distribution voucher amount greater than PO amount with PO
amount tolerance

o Line price not = PO price with PO price amount tolerance

e Fixing Errors — To fix a matching error, navigate to the Voucher Summary Page.
The Exceptions link will be highlighted next to the Match Status. Click on this
link and it will take you to the place in the voucher where there is an error.
Correct the error based on the information in the link and then save the voucher.
Matching will then have to be run again to pick up the correction and make the
voucher available for budget checking and subsequent payment.

Topic 5: Budget Checking

¢ Budget Checks — Budget checking will be done primarily in batch mode at pre-
established time intervals during each day. However, this batch process can be
run in an on-demand basis by the Accounts Payable Supervisor role.
e Potential errors:
o No budget exists
o Insufficient funds
e Fixing Errors — To fix a budget checking error, navigate to the Voucher
Summary Page. There is an Errors link next to the Budget Status. Click on
this link and it will take you to the place in the voucher that is in error. Correct the

Participant Notes:
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error and save the voucher. Budget Checking will then need to be run again to
pick up the correction.

Lesson Review

In this lesson, you learned how to:

e Discuss the five levels of the Accounts Payable hierarchy and how the hierarchy
is used for SMART

e Explain key terms, such as voucher, invoice, payments (checks), and payments
terms

e Explain the types of vouchers used in SMART and when to use each type of
voucher

e Explain key changes in voucher processing from existing State of Kansas
processes to processes in SMART

¢ Discuss the end-to-end process for voucher processing in SMART

e Explain how voucher processing roles are involved in tasks throughout the
Voucher Process

Participant Notes:
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Lesson 2: Create a Voucher without a Purchase Order

Objectives
Upon completion of this lesson, you will be able to:
o Describe the process for creating a voucher without a purchase order in SMART
e Explain when a non-purchase order voucher is used
e List the types of materials and resources that are required to enter a non-
purchase order voucher
e List various scenarios for when a voucher might be entered without a purchase
order
e List ChartFields required for entering a voucher
e Create a non-purchase order voucher in SMART

The following is a review of the key ChartField information in the web-based training
course GN101: Introduction to SMART.

@ Key Terms

e Account — The ChartField that defines the purpose of the transaction and
specifies the balance sheet target or operating target (expenditure or revenue
object codes) on financial transactions

e Budget Unit — Identifies the appropriation and financial control structure

¢ ChartField — Provides the basic structure to segregate and categorize
transactional and budget data

Participant Notes:
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e Department — The ChartField that defines in detail the agency organization
structure, especially for tracking and reporting. The State uses this ChartField to
capture the State and agency organization chart.

e Fund — The ChartField that defines fiscal and accounting entity with a self-
balancing set of accounts. Records cash and other financial resources, together
with related liabilities and residual equities or balances, and any corresponding
changes.

e Item — A good or service purchased by the State of Kansas

e Location — Used to capture the concept of location (state, county, city, district,
building, etc.). This will allow the State to track spending in relation to a
geographic designation.

e Location code — The ChartField that enables you to indicate the different types
of addresses for a company, for example, one address to receive bills, another
for shipping, a third for postal deliveries, and a separate street address. Each
address has a different location number.

e Program - The ChartField that captures the cost of providing a specific good or
service in response to an identified social or individual need or problem

e Project — An organized endeavor for which costs are incurred that has a defined
beginning and ending purpose for which costs need to be accumulated and
reported

e Project ID- The ChartField that tracks grant and project financial activity, which
can cross budget years, funds, and departments. It is the gateway to the project
costing module functionality.

Participant Notes:
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Topic 1: Create a Voucher without a Purchase Order Process

The following two diagrams show the business process flow for a non-purchase order

voucher:

Navigate to

Receive
Vendor
invoice

Voucher Entry
page, Add A New
Value tab

Enter voucher
header
information

Enter voucher
line information

SpeedChart
available?

A

Enter distribution
information using

Enter distribution
information
manually.

SpeedChart

Adjust payment
schedule

»{ Add, adjust, or
correct chartfield
elements from
Speed Chart

information if
necessary

( —

Figure 4. Non-Purchase Order Business Process Flow part 1
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v |

®—> Save voucher

Does error

exist? Yes—| Correct voucher

Voucher saved in

—————
“Postable” status No

A 4

Does error
exist?

Budget check
voucher

Run Journal

No+| Approve Voucher —{ Post Voucher | T

Figure 5. Non-Purchase Order Business Process Flow part 2

Scenarios when a voucher might be created for a voucher without a purchase order:
e You are creating a voucher for a vendor who does not have a purchase order

e You are creating an adjustment to a voucher
e You are reversing a voucher

To enter a voucher, use the Voucher Search page to choose which style of voucher you
are creating and to begin entering data. The voucher style that you select here
determines how the system displays, edits, and processes the voucher.

Entering the estimated number of lines in the Estimated No. of Invoice Lines field
enables you to enter lines on the Invoice Information page without repeatedly having to
click the Add button in the Invoice Lines scroll area. Any lines that you leave blank are
automatically deleted when you save.

Participant Notes:
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When entering a new voucher, you can use the fields on the add search page for the
component to prepopulate the new voucher and reduce the amount of prompting and
editing that you need to do on the new voucher. The only required fields on this page
are Business Unit, Voucher Style, and Voucher ID. You can enter the remaining
fields in the following pages of the voucher component.

Participant Notes:
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Page name ' Navigation
Accounts Payable>Vouchers>Add/Update>Regular Entry>
Voucher search

Voucher search

Voucher

Business Unit:
Yioucher ID:

Youcher Stye:

Short Vendor Name:
Yendor ID:

Yendor Location:
Address Sequence Humber:
Invoice Humber:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

Estimated Ho. of Imwice Lines:

r Y i aew Value

17200 <
MEXT

Regular Youcher

JANES-001
0000000002
001

11Q

3

1

Q
Q

Q

0.00
0.00
0.00

Figure 6. Voucher Add a New Value Page
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Field  Description

Business Unit

A business unit will automatically default onto the voucher
based on how your user ID has been set up in SMART.
The business unit is a 5-character field. The first three
characters represent your agency number and the last
two characters are usually zeros; i.e. Business Unit
17600.

Voucher ID

A voucher ID is a unique identifier assigned by SMART
upon saving a voucher. It is 8 characters in length

Voucher Style

Voucher style is a type of voucher. Each style has
various unique fields that support different voucher
actions.

Vendor ID

A vendor ID is a unique number assigned by SMART
upon saving a vendor. Itis 10 characters in length.

Vendor Address Sequence
number

A vendor can have many addresses to be used by
SMART. Addresses could represent remitting, invoicing,
shipping, and purchasing, or any address specific to how
a vendor does business.

Invoice Number

The invoice number is a 30-character free-form field used
to enter the invoice number reflected on the vendor’s
invoice. This number will print on the check stub and be
transmitted in the payment file if paid via ACH.

Invoice Date

The invoice date is the date on the vendor’s invoice

Gross Invoice Amount

The gross invoice amount is the amount of the invoice
including freight or miscellaneous charges.

Estimated Number of
Invoice Lines

The estimated number of invoice lines is an easy way to
set up a voucher for data entry. It eliminates having to
add a row at a time for the lines on a voucher.

Table 6. Voucher Add a New Value Page Elements
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The voucher component has three pages or tabs. The first tab is Invoice Information.

This page is used to enter invoice header information, voucher line information, and
distribution information.

Page name Navigation

Regular Entry — Accounts Payable>Vouchers>Add/Update>Regular
Invoice Information Entry>Voucher Search

[ invoice nformation Y Y 1

Business Unit: 17300

Invoice Number:
Voucher ID: MEXT Invoice Date: &

Frint Inwvai
Voucher Style:  Regular rint Invoice

Copyfrom a Source Document

PO Unit: Q. Purchase Order: Q. Copy PO Worksheet Copy Option: | None v
Vendor: 0000000003 Q “Pay Terms: oo Q pue Mow T Basis Dt Type Inv Date

Name: JANES-001 Q Control Group: Q Comments(D}

Location: (001 Q Accounting Date:  |11/24/2008 5
*Address: TR agvanced vendor Search *Currency: usD Mon Merchandise Summary
Jane's Office Supplies Totak 0.00 Calculate

7145 Bush 5t

Session Defaults
Topeka, K3 G6E01

Lease Mumber: Q

Packing Slip:

Figure 7. Invoice Information Top of Page
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Invoice Lines

= Line ‘Distribute by tem Description Quantity UOM Unit Price Extended Amount

TR — — Y
Ship To SpeedChart

[Bat7300 @ | Q [CJuse One Asset ID Calculate

- Dlstrlhutlnn Lmes Customize

Sis _
rr’ﬁr Aml:llt.lnt F *GL Unit Fund Bud Unit |Program Account PC Bus Unrtl;
El = O 1 0.00 | [17300 Q| Q| a [

Balancing

Invoice Lines 0.000

Business Unit: 17300
Youcher ID: MEXT

. . Misc Charge Amount [
Frint Irrvoice d z
Freight Amount o

{minus) Total 0.0o0 Calculate

{eouals)

Man Merchandise Summary

Figure 8. Invoice Information Bottom of Page
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Field  Description
Vendor Address Sequence The Vendor Address Sequence field is a field
number critical to payment processing. The sequence

matches to a particular address. This field
determines where the vendor’s check is sent.

Pay Terms The pay terms are based on the vendor’s
requirement for payment. The State of Kansas
normally uses the pay term of “immediate.”
Comments The Comments field is a place to put comments for
a voucher. These comments are internal and will not
be seen by the vendor. The maximum length is 234
characters.

Table 7. Invoice Information Page Elements

The second page or tab of the voucher component is the Payments tab. Use this page
to change the payment schedule, record a manual payment, or create an express
payment.

Participant Notes:
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Page name Navigation

Payments

Regular Entry —

Entry>Payments

Accounts Payable>Vouchers>Add/Update>Regular

Business Unit:
Youcher ID:
Voucher Style:

Vendor:

invaics Infarmafion |_Payments ] Vousher Atrbuizs

17300 Invoice Number:
MEXT Invoice Date: !
Regul Print Invaice
eguiar
Totak: 0.00
Jane's Office Supplies *Pay Terms: Due Mow | Schedule Payments

715 Bush 5t
Topeka, K& BEEDT

Payment Information

Fing | “iese Al
Scheduled Payment: 1
*Remit to: 5] Gross Amount: UsD
Location: Discount: Ush
*Address:

Jane's Office Supplies

Scheduled Due:
715 Bush St
Topeka, KS BEEOT Net Due:
Discount Due:
Accounting Date:

First Izl 1af 1 |I| Last
=

Discount Denied

Figure 9. Payments Top of Page
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*‘Bank:

*Account:
*Method: Check

Message:

Payment Method

Message will appear on remittance advice.

Pay Group:
*Handling:
*Netting:

Messages

Schedule Payment
*Action: Payment Date:
Pay: Reference:

Payment Options

Hold Payment Separate Payment
Hold Reason:

Letter of Credit: B

Payment Ingquiry  HolidawCurrency Options  Express Payment  Wendor Bank Account

Payment Note

Mote: Paytment Mote is for internal use only and will not appear an remittance advice.

Figure 10. Payments Bottom of Page

Field  Description
Address

The address of the vendor is where the payment will
be sent

Pay terms

The pay terms are based on the vendor’s
requirement for payment. The State of Kansas
normally uses the pay term of “immediate.” The
vendor may have a different pay term; i.e. due in 30
days. The State will not configure discounted terms.

Participant Notes:
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Field  Description

Remit to Vendor

Remit to vendor is the vendor that will be paid.
Usually the same as the voucher header vendor.
(Example, you need to remit payment to a
bankruptcy court on behalf of a vendor. The vendor
who provided the goods or service will be the header
vendor; the bankruptcy court will be the remit to
vendor.)

Remit to vendor location

The remit to vendor location contains the particular
rules this vendor uses to do business with the State
of Kansas

Remit to vendor Address
sequence number

The remit to vendor address sequence corresponds
to a vendor address where the payment will be sent

Bank This is the State of Kansas bank from which the
payment will be made

Bank Account The bank account is the State of Kansas bank
account from which the payment will be made

Handling Handling code is used to determine the order checks

are printed. It facilitates routing; i.e. a group could
be routed to central mail, another group could be
returned to the agency while another is routed to a
separate

Payment Methods

The State of Kansas will be paying by check or ACH
(Automated Clearinghouse)

Message

A message typed in this section will appear on the
Remittance Advice that is sent to the vendor

Participant Notes:
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Field  Description
Payment Options There are three payment options:

e Hold Payment — This is a checkbox. The
payment will not be created until this
checkbox is de-selected.

e Hold Reason —If a payment is held, a
reason is required

e Separate Payment — If this checkbox is
selected, each payment for this vendor will
be on a separate check.

Note: Be careful when checking this box. If a
credit memo has this box checked, it will
never be used, as the system cannot create
a negative check.

Table 8. Payments Page Elements

The third page or tab of the voucher component is the Voucher Attributes tab. This
page contains the overall voucher status, entry information, voucher approval setting,
voucher processing options, and comments section.

Participant Notes:
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Page name Navigation

Regular Entry — Accounts Payable>Vouchers>Add/Update>Regular
Voucher Attributes Entry>Voucher Attributes

Youcher Style:  Regular

Irvaoice Infarmatian Payments Voucher Attributes
Business Unit: 17300 Invoice Number:
Youcher ID: MEXT Invoice Date:

Frint Invaice

Total: 0.00
Youcher Processing
Post Voucher Close Youcher
Revalue Voucher Delete Youcher
Accounting Instructions
*Accounting Template: [STANDARD QL Account At:
Match Action
*Status: Mo Match  w Match Due Date:
Pay UnMatched Voucher

Transaction Currency

*Source: “Currency: |JSD

. Rate Type: CRRNT Cl  Exchange Rate:

Voucher Approval

*Approval: Pre-spproved w

Business Process:

Approval Rule Set:

Figure 11. Voucher Attributes Top of Page
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Self Billing Invoice

*SBI Hum Option: SBI Humber:
Prepayment

Prepayiment Reference: [J] automatically Apply Prepayment Postpone Withholding
Letter of Credit

Letter of Credit ID: Q=

Tax Group: Tax Payment Type Code:

& save | [=] ity | s Refresh | Erad | £ UpdateDisplay |

Invoice Information | Payments | Youcher Attributes

Figure 12. Voucher Attributes Bottom of Page

Field  Description

Post Voucher Select to allow the voucher to post

Close Voucher This field is display-only. It displays as selected if the
voucher has been selected for closure using the Close
Voucher page.

Status Displays the current matching status of the voucher
Pay UnMatched voucher | select to pay an unmatched voucher. You must have
authority, defined in user preferences, to do this.

Approval This field shows the approval routing for the voucher.
Access to this field will be very limited.

Table 9. Voucher Attributes Page Elements

Participant Notes:
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@ Walkthrough/Activity

We will now complete a walkthrough using a UPK simulation: Create a Non-Purchase
Order Voucher.

Topic 2: Create a Voucher without a Purchase Order

@ Walkthrough/Activity

We will now complete Activities 1-2: Create a Voucher without a Purchase Order in your
Activity Guide.

Lesson Review
In this lesson, you learned how to:
e Create a Voucher without a Purchase Order Process
e Discuss the process for creating vouchers without a purchase order in SMART,
including when voucher is used, requirements for entry, and various scenarios.
e Create a voucher without a purchase order in SMART

Participant Notes:
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Lesson 3: Create a Voucher with a Purchase Order

Objectives
Upon completion of this lesson, participants are able to:
o Describe the process for creating a voucher with a purchase order in SMART
e Explain when a purchase order voucher is used
e List the types of materials and resources that are required to enter a purchase
order voucher
e Enter a voucher that is mapped to a purchase order in SMART

@ Key Terms

e Purchase order — Commitments from an organization to vendors to purchase
goods or services from that vendor on a specific date. A purchase order creates
an encumbrance in SMART.

Topic 1: Create a Voucher with a Purchase Order Process

Vouchers have a section, which allows you to copy in an entire purchase order or
specific lines of a purchase order. In this section, you can search, by the vendor
specified on the voucher, for all purchase orders in a business unit, a particular purchase
order, or lines of a purchase order. This is a very efficient way to re-use existing data
and lessen the chance for data entry errors. All of the ChartFields and descriptions are
brought into the voucher. You only need to verify the information and save the voucher.

Participant Notes:
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The following diagrams show the process flow for creating a voucher with a purchase
order:

Select worksheet
copy option =

Navigate to Select the

Receive
vendor
invoice

Voucher Entry

Enter invoice

appropriate PO

A 4

“Purchase Order

A 4

page, Add A New
Value tab

number and date

Only” to search
for PO

lines to copy

Copy information

Update Qty/Amt Adjust payment
p Qty onto the voucher. ! pay
vouchered as o . schedule
] » Add additional . s
appropriate to b information if
voucher lines as
necessary

match the invoice
necessary

Figure 13. Purchase Order Voucher Process Flow part 1

v |

Does error
exist?

Yes—{ Correct voucher |«

Save voucher

O

Yes

Run Journal
Generator

Does error

Voucher saved in
exist?

“Postable” status

Match Voucher

A 4

Yes—

Does error
exist?

Post Voucher

A 4

Budget Check
Voucher

No—»{ Approve Voucher

Figure 14. Purchase Order Voucher Process Flow part 2
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This screenshot shows a purchase order voucher after saving. This is the same page
used to enter a non-purchase order voucher and the same fields are required. Use the
Invoice Information page to copy information from an entire purchase order or selected
lines of a purchase order. In the following group exercise to enter a purchase order
voucher, notice the amount of data entry and potential errors saved by copying in an
existing purchase order.

Page name ' Navigation
Regular Entry — Invoice Accounts Payable>Vouchers>Add/Update>Regular
Information Entry>Voucher Search

[ Invoice Information "\ Payments | Voucher Afiributes |

pop 1020

Voucher ID: NEXT Invoice Date: 07/28/2009 |5

' Print Invoice
Voucher Style:  Regular

Business Unit: 00200 Invoice Number:

PO Unit: 00200 |©,  Purchase Order: (0000000498 |Q, ~ CopyFO Worksheet Copy Option: | None N
Vendor: 0000000002 Q “Pay Terms: 0o Q, pueMow [T Basis DtType InvDate
Hame: STATE-001 Q Control Group: N Comments(0)
Location:  |MAIN Q Accounting Date; | 10/19/2009 )
*Address: YR 4 vanced Vendor Search “Currency: usD|Q Mon Merchandise Summary
State Vendor Total: 650,00/ _Calculate
1234 State Way Session Defaults
Floor 2
Suite 204

Topeka, K 66612

Packing Slip:
EI=] Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 [Amount v Q, |hpasas 10,0000 ||EA |2y 5.00000 50.00

Figure 15. Invoice Information Page
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Topic 2: Create a Voucher with a Purchase Order

@ Walkthrough/Activity

We will now complete a walkthrough using a UPK simulation: Create a Purchase Order
Voucher.

@ Walkthrough/Activity

We will now complete Activities 3-4: Create a Voucher with a Purchase Order in your
Activity Guide.

Lesson Review
In this lesson, you learned how to:
e Create a voucher with a Purchase Order process
e Discuss the process for creating vouchers with a purchase order in SMART,
including when voucher is used, requirements for entry, and various scenarios.
e Create a voucher that is tied to a purchase order in SMART

Participant Notes:
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Lesson 4: Create a Journal Voucher

Objectives

Upon completion of this lesson, participants are able to:
o Describe a scenario when a journal voucher would be entered into SMART and
the impact a journal voucher has on accounting entries

e Enter ajournal voucher in SMART

@ Key Terms

e Journal Voucher — A voucher that is created to reverse the amount from one
ChartField string and add it to another ChartField string without unposting a
voucher and payment

e Posting — An automated process of creating and recording accounting entries in
SMART

e Unposting — The process of creating accounting entries that reverse the
accounting entries that were created when a voucher was posted

Topic 1: Create a Journal Voucher Process

Journal vouchers are used to adjust accounting entries for vouchers that have been
posted and paid, and whose payments have also been posted. On the journal voucher,
reverse the amount to the incorrect account (by entering a negative amount), and add
the amount to account (by entering a positive amount). Then post the journal voucher.

Note: The gross amount of the voucher must be $0.00.

Participant Notes:
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Creating a Journal Voucher Process: The following diagram represents the steps to
create a journal voucher.

Determine i i
A ES] has_ voucher Navigate to Voucher Sl EUSITESS Wi, Enter the voucher ID in
been posted, paid, A nl voucher style of nl
and the payment requires a pageiedclaiiioy] "1 Journal voucher, and | _ T2 VG 9[22
chartfield Value ! Related Voucher field

posted vendor ID

correction

v

Enter an invoice
number, invoice date,
and correct expense

account

Enter distribution from Voucher saved in a
related voucher and > Save voucher No— . ostable’ status
corrected distribution P

A 4

A
Yes
Correct voucher
A
Yes
v
Run Journal P - Budget Check
S « Post voucher « Approve voucher  [«—No: R -

Figure 16. Creating a Journal Voucher process

The following is an example of how journal vouchers are used:

A voucher has been entered using expense account 531100. The voucher has been
posted and paid, and the payment has been posted, but the expense should have used
account 533900. To avoid making a manual General Ledger entry, and to avoid
unposting the voucher, correcting the voucher, and reposting the voucher and payment,
you simply enter a journal voucher. Here are the steps required to create a journal
voucher:

Participant Notes:
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1. Select the voucher style Journal Voucher in the Voucher component
2. (Optional) Enter a Voucher ID in the Related Voucher field in the Invoice group

box on the Identifying Information page to link this voucher to the voucher you
are adjusting

3. You can access additional information for your journal vouchers on the
Payments and Voucher Attributes pages in the Voucher component

The following screenshot shows a journal voucher. The Related Voucher field is the
only change on this page from a regular voucher.

Page name ' Navigation
Regular Entry — Invoice Accounts Payable>Vouchers>Add/Update>Regular
Information Entry>Voucher search
[ Invoice Information {_ Fayments ' Woucher Aftributes |,
Business Unit: 00200 Invoice Number: FDFD
VoucherID:  NEXT Invoice Date: 10/19/2009 |z
Print Invoice
Voucher Style:  Journal
Vendor:  |0000000005 Q Pay Terms: 00 Due Now Basis DtType InvDate
Name: GRAINGER-001 | Control Group: Q Comments(0)
Location: MAIN-KCMO | Accounting Date: 10/19/2009 |[
“Address: 12 Advanced Vendor Search  *Currency: UsD|
Grainger Inc Total: Calculate
2300 E 18th 5t. Session Defaults
Kansas City, MO 64127 Related Voucher: 00000043 |Q

Figure 17. Journal Voucher Invoice Information Page
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Topic 2: Create a Journal Voucher

@ Walkthrough/Activity

We will now complete a walkthrough using a UPK simulation: Entering Journal
Vouchers.

Lesson Review
In this lesson, you learned how to:
e Create a journal voucher in SMART

e Discuss the process for creating journal vouchers in SMART, including when
voucher is used, requirements for entry, and various scenarios

Participant Notes:
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Lesson 5: Create a Reversal Voucher

Objectives

Upon completion of this lesson, participants are able to:
o Describe a scenario when a reversal voucher would be entered into SMART
o Describe the impact a reversal voucher has on accounting entries
e Enter areversal voucher in SMART

@ Key Terms

e Encumbrance — Amount of legal obligation to spend in the future

e Voucher Close — The process of processing a remaining liability to be "written
off" the vendor balance and the voucher to be considered complete

e Reversal Vouchers — A voucher that is entered to undo a transaction, including
back out incorrect vouchers, restore the encumbrance for actuals and budgets,
and reduce the purchase order’s matched quantity or amount

Topic 1: Create a Reversal Voucher Process

Participant Notes:
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Navigate to e Original voucher is
A voucher has voucher style of Enter a voucher ID in S
the Voucher S w = | copied in with the
been posted that Reversal . and the to be 2 5
. page. Add a eEo & accounting entries
requires a reversal N vendor 1D from original reversed field
ew Value reversed
voucher
A 4
> Correct voucher t o Save voucher ¢ Adjust amounts
Run Journal Generator

Yes

Post the voucher

3 Noj

Voucher saved in a
‘postable’ status

Do budget errors
exists?

A

Approve voucher  |[€—No- Budget Check h

Figure 18. Reversal Voucher Process Process Flow

e Reversal vouchers — A reversal voucher is used to record a credit memo
received by an agency for a purchase against a PO. The advantage to using a
reversal voucher rather than just entering a credit memo is that a reversal
voucher restores the encumbrance to the budget year that was on the PO.

Reversal vouchers are entered as a negative amount.
e To create a reversal voucher:

o Select Reversal Voucher as the voucher style on the add search page

for the Voucher component and click Add

Estimated time for Lesson 5 — 30 minutes
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o Enter the voucher ID of the voucher that you want to reverse in the

Voucher To Be Reversed field. This field is located on the Invoice
Information page in the Copy from a Source group box.

This screenshot shows a reversal voucher. Notice the Copy from a Source Document
group box.

Page name

' Navigation

Accounts Payable>Vouchers>Add/Update>Regular

Entry>Voucher Search>Invoice Information: Copy from a
Source Document section

Regular Entry — Invoice
Information

[ Invoice Information {_Payments | Voucher Attributes

Business Unit: 00200
Voucher 1D: MNEXT

Invoice Number:

Invoice Date: H

Voucher Style:  Reversal Print Invoice
Voucher To Be Reversed: & _Copy to Voucher [1Reverse Remaining Vchr Balance

Vendor: Q *Pay Terms: oo Q Due Now E Basis Dt Type Inv Date

Name: Q Control Group: Q Comments(0)

Location: Accounting Date; |09/14/2009 Bl

*Address:

Advanced Vendor Search  *Currency:

Total: Calculate

Figure 19. Reversal Vouchers: Copy from a Source Document section
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Field  Description
Voucher To Be Reversed Enter the voucher ID of the voucher that you want to

reverse in the Voucher To Be Reversed field

Reverse Remaining Vchr

Select the Reverse Remaining Vchr Balance
Balance

(reverse remaining voucher) check box to reverse the
remaining voucher balance. If you do not select the
Reverse Remaining Vchr Balance check box,
SMART reverses the entire voucher.

Table 10. Reversal Vouchers: Copy from a Source Document section

Topic 2: Create a Reversal Voucher

@ Walkthrough/Activity

We will now complete a walkthrough using a UPK simulation: Entering Reversal
Vouchers.

@ Walkthrough/Activity

We will now complete Activities 5-6: Create a Reversal Voucher in your Activity Guide.

Lesson Review
In this lesson, you learned how to:
e Create a Reversal Voucher in SMART

e Discuss the process for creating reversal vouchers SMART, including when
voucher is used, requirements for entry, and various scenarios

Participant Notes:

March 16, 2010 Page 46 of 69 Final



AP311: Voucher Processing
. . . /—-\__4
gmHHT Participant Guide KANSAS

Statewide Management, Accounting and Reporting Tool
HHHII ARLETIET QLG A IIIH_I'\HII\ II\

Lesson 6: Managing Vouchers

Objectives

Upon completion of this lesson, participants are able to:
e Identify a voucher as a 1099 voucher and enter the voucher into SMART

e Explain voucher budget checking error correction

@ Key Terms

e Available Budget — For expenditure budgets, the amount available in the budget
after deducting commitments and expenses from the budgeted amount while for
revenue budgets, the revenue estimate amount less the recognized revenue
amount.

Topic 1: 1099 Vouchers

e The Internal Revenue Service requires that a 1099 be issued annually to a
business or individual that meets certain criteria. Accounts & Reports (A&R)
must place these forms in the mail no later than January 31st for applicable
payments made during the previous calendar year. SMART accumulates the
amount to be issued based on the way a vendor is set up.

o Ifa 1099 is to be issued, the vendor will be flagged for “Withholding.” By doing
this SMART will automatically assume that each voucher line should be included
for the 1099. This is not always the case. Users have the ability to deselect lines
for “Withholding,” which means the same thing as 1099 Reportable. This will
prevent that specific line from being included in the vendor’s 1099 accumulated

Participant Notes:
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balance. If a user fails to deselect a non-applicable line of a voucher, the line will
be included in the vendor’'s accumulated balance. Once the voucher passes
budget checking the user can no longer deselect a line from the original voucher.
e A detailed listing of classifications for marking a voucher as a 1099 voucher can
be found in Job Aid: 1099 Classifications
¢ Withholding you complete the withholding process as follows:

1. Set up your withholding environment — This is done by Accounts and
Reports and consists of appropriate withholding rules, classes, types,
jurisdictions, and entities

2. Enter withholding vendors — Make any vendor a withholding vendor by
selecting the Withholding checkbox on the Vendor Information — Identifying
Information page, and selecting the appropriate withholding rule, class, type,
jurisdiction, and entity.

3. Enter withholding vouchers — The type of withholding that you define for
the vendor defaults to each voucher line.

4. Pay the vouchers — Depending on your withholding setup, SMART may
generate a separate withholding payment to the tax authority when the
voucher is paid, or just calculate the withholding for reporting to the tax
authority.

5. Post the withholding — Posting combines voucher and payment information
into transaction tables.

6. View the withholding balances online

7. Generate withholding reports — These reports are then sent to the reporting
entity; i.e. the Internal Revenue Service (IRS).
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Page name ' Navigation

Accounts Payable>Vouchers>Add/Update>Regular

Invoice Information Entry>Invoice Information

*Address: 1@ Advanced Vendor Search  *Currency: usD|Q Non Merchandise Summary
Andy Carpet Store Total: 575.00 M
6574 Lawrence St Difference 0.00 Session Defaults
Wichita, KS 67202 Withholding
Lease Number: Q
Packing Slip:

EB Line *Distribute by Item Description

Quantity UOM Unit Price Extended Amount
1 |Amount {8 Q Q 450.00] sqdditional Voucher Fields
Ship To SpeedChart
BA17300 | Q [Juse One Asset ID Calculate
1( GL Chart \ Exchange Rate )/ Statistics |  Assets =]
?—'E%n Amount Quantity *GL Unit ~ Dept Fund Bud Unit Program  Account Egi'Bus Project Activity
EEO 1 450.00 17300 (Q (1736010000 |Q |1000 |Q 0210 |Q |01651 |Q (522300 | Q Q «
= Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount
2 |Amount: G & Q 125.00 Additional Voucher Fields
Ship To SpeedChart
BA17300 |Q Q [Juse One Asset ID Calculate
7 y #
[ GL Chart \‘ ExchangeRate |/  Statistics Assets § Eix
%(oypvfn Amount Quantity *GL Unit ~ Dept Fund Bud Unit Program  Account EC Bus Project Activity
EEO 1 125.00 5 G

17300 (Q [1736010000 |Q |1000 |Q 0210 |Q |01651 |Q (522300 | & Q Q

Figure 20. Invoice Information Page
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Find | View 1 First 1-20f2 [¥] Last

Source

Tide Category Subcategory Svc Loc  Agy Use Fund Affil Affiliate ChartField 2 Openitem Budget Date
Q Q Q Q Q Q Q Q Q |Q 010712010

_?ource Category Subcategory SvcLoc  Agy Use Fund Affil Affiliate ChartField 2 Openitem Budget Date
Q Q Q Q Q al[ Ja Q Q Q@ 01/07/2010

Figure 21. Invoice Information Page Extended

The following screen shot shows the information in the Withholding link. All of the

following fields will populate from the vendor. The user will not need to select on the

voucher. The only time the user needs to come to this page is to uncheck the

withholding applicable box or to change the type/class combination from the default.
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Page name

' Navigation
Accounts Payable>Vouchers>Add/U
Entry>Invoice Information>Withholding

Withholding Information

pdate>Regular

Withholding Information
Back to Invoice

Unit:

VAT Entity:

17300 Invoice: 010710

Voucher: 00000008

Vendor:

Date: 01/07/2010

Postpone Withholding

Invoice Line Withhold Information

1{irs_]a [[1009 | [[Fep |@ [14 [ Il Q |Payment

0000000155 Andy Carpet Store

< = -
Line Description Withholding *Withholding Applicable B
Code
: Ja
Withholding Details Customize | Find | View All | B First [{] 4 o1 [¥] Last
Withholding
g * s d = Contract  Rule Apply 2
Entity  *Type Jurisdiction *Class | Basis Amt Reference |Override |Withholding Applicable
Override
1iRs_|a [[1009 | [[FeD |@ (07 | I 1 |a Payment =
+
Line Description *Withholding Applicable =
2 I 1
Customize | Find [ View All | B First [ 1 or 1 [¥] Last
Withholding
Sz % 2e yx g - Contract | Rule Apply ;
Ent]!! Tme Jurisdiction *Class gs:l:.lg:“ _Refe_rence -O_vern'de Withholding AQQ'ICabIe

M |H|E

Figure 22. Withholding Information Page
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Field Description

Apply Withholding at Voucher
Post

Select to apply withholding during the voucher
posting process

Withholding Code

Select a withholding code for this voucher line if you
are using withholding codes to define a set of
withholding class combinations that you want to
apply at the same time.

Withholding Applicable

Clear this check box to disable withholding for the
individual voucher line

Entity, Type, Jurisdiction, and
Class

Displays the withholding entity, type, jurisdiction, and
class specified for the vendor at the vendor location
level. You can override the defaults by selecting new
values.

Rule Override

Select a withholding rule to override the rule that
defaults automatically from the withholding entity.
This field is usually left blank.

Apply Withholding See the definition for Apply Withholding at Voucher
Post
Applicable Use this check box to control withholding applicability

for the specific withholding class combination for a
voucher line. If multiple withholding class
combinations are listed, you can choose to clear this
check box for one or more of them so that
withholding does not occur for that withholding class
combination on this voucher line.

Table 11. Withholding Information Page Elements

@ Walkthrough/Activity

We will now complete Activity 7: 1099 Reportable Vouchers.
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Topic 2: Voucher Error Correction

Use this page to view budget-checking errors or warning messages for vouchers. View
budgets for the transaction lines with exceptions.

Page name ENER
Commitment Control>Review Budget Check
Voucher Exceptions>Accounts Payable>Voucher

Voucher
Enter any information you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value

Commitment Control Tran |D: beqgins with «

Commitment Control Tran Date:| = v [#]

Business Unit: = v 00200 Q

Voucher ID: begins with |+ QL

Process Instance: = -

Process Status: = w w
Search ‘ Clear ‘ Basic Search Save Search Criteria

Search Results
1-20 of 20

Commitment Control Tran ID Commitment Control Tran Date Business Unit Voucher ID Process Instance Process Status|

0000001277 12/11/2008 00200 00000061 21898 Error
0000001877 07/07/2009 00200 00000158 21895 Error
0000001985 07/09/2009 00200 00000179 21898 Erraor
0000001986 07/09/2009 00200 00000130 21895 Erraor

Figure 23. Budget Check Exceptions Voucher Search Page
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Page name ' Navigation
Voucher Commitment Control>Review Budget Check
Exceptions>Accounts Payable>Voucher>Voucher
Exceptions

[ Voucher Exceptions {_Line Exceptions

Business Unit: 00200 Voucher ID: DDDDD‘]SSE

*Exception Type: Errar N [l override Transaction g B

Maximum Rows: 100 More Budgets Exist Advanced Budaget Criteria
Search

Budgets with Exceptions First [ 1-4 of 4 [ Last

Budget Override 3 Budget Chartfiglds

Customize | Find | View All | i

Business ) ] Override Override Override
Unit Ledger Group Exception More Detail Budget UserlD Date Transfer
) ) 08/10/2009 =
1 @\ 00200 GRT_PARENT Mo Budget Exists More Detail AP0 12:39:18PM GoTo .. =
2 & 00200 GRT_PAREMNT Mo Budget Exists Maore Detail APOA Egggifggi GoTo.. 2
- . V]
3 @ 00200 GRT_PARENT Mo Budget Exists Maore Detail ¥ GoTo.. =
) ) 08/10/2009 =
4 @\ 00200 GRT_PARENT Mo Budget Exists More Detail APOM GoTo .. 2

12:39:18PM

B save | L\ Return to Search | +[E] Previous in List | +E] Next in List | [=] Motify |

Voucher Exceptions | Line Exceptions

Figure 24. Budget Voucher Exceptions Page

Description

Exception Type Use this field to limit the exception rows retrieved to
transactions with either an Error or Warning exception

Table 12. Voucher Exceptions Page Elements
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Use the Line Exceptions page to view individual voucher lines with budget-checking

errors or Warning messages.

Page name ' Navigation
Voucher Commitment Control>Review Budget Check

Exceptions>Accounts Payable>Voucher>Line Exceptions

| Voucher Exceptions | Line Exceptions

Search

Customize | Eind | View All | L

Line Values Line Chartfields | Line Amount

Line Distribution Line Budget Date GL Business Unit
& 13 07i07i2009 00200
& 14 07072009 00200
& 15 07i07i2009 00200
& 16 07072009 00200

Bl save ‘ S\ Return to Search |+ Previous in List | +[E] Mext in List ‘ [Z] Motify |

Woucher Exceptions | Line Exceplions

Business Unit: 00200 Voucher ID: 00000158 &

“Line Status: Error v [] override Transaction LS|
Maximum Rows: 100 More Lines Exist
Line From: Q Line Thru: Q

First E 14 of 4 |E| Last

Figure 25. Budget Voucher Line Exceptions Page
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@ Walkthrough/Activity

We will now complete a walkthrough using a UPK simulation: Correcting Budget
Checking Errors.

Lesson Review
In this lesson, you learned how to:
e |dentify a voucher as a 1099 voucher

e Discuss the process for creating 1099 vouchers in SMART, including when a
1099 voucher is used, requirements for entry, and various scenarios
e Explain how to view and correct budget checking errors

@ Additional Resources

More information on 1099’s can be found at:
http://www.irs.gov/instructions/i1099qgi/index.html

Note: Refer to IRS Publication 1220 as the definitive resource for 1099 rules and
regulations.
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Lesson 7: Monitor Control Groups

Objectives

Upon completion of this lesson, participants are able to:
e Explain when control groups are set up and what Control Group Maintainers can
manage for control groups in their agencies
e Add vouchers to a control group in SMART
e Adjust a processing rule for an established control group

@ Key Terms

e Control Group — A means of grouping vouchers for processing

Topic 1: Understanding Control Groups

e Control Groups - Allow you to batch vouchers together for processing. You can
use control groups for a variety of reasons. Control groups allow for control over
the processing of the vouchers within a batch. For example, an agency might
want to maintain tight control over vouchers by insisting that they are all balanced
before being posted, paid, and filed. On the other hand, an agency might allow
individual vouchers to post as they are entered and balanced in SMART. With
control groups, you can divide large numbers of vouchers among Accounts
Payable Processors while retaining centralized control of voucher processing.
Accounts Payable Supervisors can assign each control group to a particular
user, establish the priority for processing groups of vouchers, and determine
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whether a review is required before the vouchers can be completely processed.
Agencies also may allow a user to set up their own control group.

Control groups can provide security options and determine workloads for Accounts
Payable processors. You can set up the system to process vouchers in groups to:

Establish separate processing rules (different from those set up at the business
unit and voucher origin levels)

Specify when groups of vouchers should be posted or paid

Determine whether vouchers should be balanced or verified before they can be
posted or paid

Divide vouchers among Accounts Payable processors, including assigning a
block of voucher numbers

Post several of these groups in one easy step

If you set up control groups, the system can:

Check for control groups assigned for each user ID

Select the earliest group in the queue for multiple groups

Keep track of running totals

Automatically set the balanced group to Ready for Review status.

The system displays a message offering to automatically update the status to
Ready for Review when a group is in balance and the user saves the last
voucher. Clicking Yes selects this option. Clicking No enables the user to
manually update the status on the Control Group Update Status page.

Select the next group in the queue each time that users finish a group
Provide auto-numbering
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The system displays NEXT in the Group field until you save the page, and then
the system increments by one the last ID number used to create the new control
group ID

Topic 2: Setting Up Control Groups
The following lists the steps that are necessary to create a control group:

1. Enter the Control Total on the Group Information Assignment page. Either enter
the Gross Dollar Amount of the group or use the Adding Tape feature to insert
values.

a. Notice the Actual Totals and Differences group boxes. The difference
is the total amount of the control group. As vouchers are entered, this
number changes and is reduced with each voucher until the Differences
group box shows a zero.

b. Also, notice the Voucher Numbering group box and the Reserve
Voucher Numbers checkbox. This is a specific agency decision. Some
accounts payable departments prefer to keep control group voucher
numbers together for an audit trail and ease of finding the vouchers.
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The following screen shot shows the Group Information Assignment page.

Page name ' Navigation
Group Information - | Accounts Payable>Control Groups>Group
Assignment Information>Assignment

[ Assignment *{_Accounting | Vouchering Options | Vouchers | Tax Options |

Unit: 00200 Group: 0000000007

| View All First
Run a Tape [ 1-3 of 3 [¥] Last Gross Amt Nbr of Vouchers
Gross Amt: 170,00 = 1,555.00 3
Nbr of 124500 [F[=]
Vouchers:
+
140.00 = Gross Amount Difference
0.00
Voucher Totals Difference
Assigned W
]
Assigned to: FMSJKATZ @, Jeanne Katz Reserve Voucher Numbers

Assigned: |08/31/09 Z:44PM Starting From: 00000000

Bl save | L Return to Search | +[E Previous in List | +[E] Mext in List | [=] Motify | Sy Add

Assignment | Accounting | Youchering Options | Vouchers | Tax Options

Figure 26. Control Group Assignment Page
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Field  Description

Run a Tape Select to obtain a running gross amount total and
have the system count the number of vouchers. To
run the total offline, clear this check box and enter
the totals in the Gross Amt (gross amount) and Nbr
of Vouchers (number of vouchers) fields.

Adding Tape Enter values in this group box, which appears after
selecting the Run a Tape check box. The total
appears in the Gross Amt (gross amount) field.

Gross Amt (gross amount) Displays the real-time amount totals that have been
entered into the system for the control group

Nbr of Vouchers (number of Displays the real-time total number of vouchers that
vouchers) have been entered into the system for the control
group

Gross Amount Difference Displays the amount by which the control and actual
totals differ. A control group is in balance when the
gross amount difference and voucher totals
difference both equal 0.

Voucher Totals Difference Displays the number of vouchers by which the
control and actual totals differ. A control group is in
balance when the gross amount difference and
voucher totals difference both equal O.
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Field  Description

Status

reviewed

Control groups can have the following status values:

e Assigned — The control group is ready for the
assigned user to enter vouchers. For a user to
enter vouchers into the control group, you must
set the status of the control group to Assigned.

e Entry Set Aside — The assigned user has placed
the group on standby to work on other groups in
the queue. Users use the Control Group
Update Status page to set their groups aside.

e Open — The control group is in the process of
being created, and it can be assigned

e Ready for Review — The group is ready to be

e Supervisor Set Aside — The supervisor has
placed the group on standby so that the assigned
user can work on other groups in the queue

e Verified — The supervisor has verified that the
group has been entered correctly

Assigned To

Enter the user ID of the user to which this control
group is assigned. You can assign multiple control
groups to one user simultaneously.

Assigned

the control group

Override the system-recorded date and time by
entering a different date and time before you save
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Field  Description

Due Override the system-specified due date by entering
a new date and time before saving the control
group. If you enter a due time before saving, the
system accepts it and does not overwrite it. By
default, the system allows six minutes for each
voucher in the control group.

Completed Enter the date and time the voucher group was
completed

Reserve Voucher Numbers Select to display a field for the next auto-number
available for the business unit

Starting From Displays the beginning voucher number for this
group

Table 13. Control Group Assignment Page Elements

2. Assign the group to an operator on the Assignment page by changing the status
to Assigned and populating the Assignment Group Box.

3. Select the Post Group option in the Actions group box on the Accounting page
to post the group (optional).
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Page name

Accounting

' Navigation
Group Information - | Accounts Payable>Control Groups>Group

Information>Accounting

&) Default

(O Use Current Date

[ Assignment } Accounting | Vouchering Optiens | Vouchers ) Tax Options |,

Unit: 00200  Group: 0000000007

(@ Post Vouchers Individually
O Post Only when Group Balanced

O Use Specific Date

® Pay Vouchers Individually
(O Pay Only when Group Balanced

& Default
Post Group
O Specify
Only Pay Verified Groups
B save | S\ Return to Search | +E Previous in List | +[E Mext in List | [=] Motify | B Add

Assignment | Accounting | Vouchering Options | Youchers | Tax Options

Figure 27. Control Group Accounting Page

Field  Description

Post Vouchers Individually

complete

Vouchers can be posted as soon as each one is

Balanced

Post Only When Group

group is balanced

The group of vouchers can be posted once the entire

Pay Vouchers Individually

Vouchers can be paid as soon as each one is complete
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Pay Only when Group Vouchers in the group can be paid after the entire group
Balanced is balanced
Post Group Clear to prevent the system from posting this control

group, regardless of whether the control group is in
balance or whether individual vouchers in the control
group are ready to post

Pay Only Verified Groups Select to have the payment process pays vouchers in
this control group only if they have been verified on the
Group Information - Assignment page, regardless of
whether the control group is in balance or whether
individual vouchers in the control group are ready to be
paid

Table 14. Control Group Accounting Page Elements

4. Enter the control group vouchers into SMART. Notice the Control Group field
on the Invoice Information page.
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Page name ' Navigation
Regular Entry — Accounts Payable>Vouchers>Add/Update>Regular
Invoice Information | Entry>Invoice Information
/" Bummary '} Related Documenis | Invoice Information % Payments | Woucher Attributes " Error Summary ',
Business Unit 00200 Invoice Number: | 1418
Voucher ID: 00000237 Invoice Date: 08/28/2009 |+
Voucher Style: Regular M
PO Unit: Purchase Order: Worksheet Copy Option: | Mone v
Vendor: 0000000014 Q, *Pay Terms: 00 |@ Duenow FF — BasisDiType InvDate
Hame: OFFICEMAX-001 | Oy Control Group: 0000000007 Q Comments(0)
Location: | MAIN a Accounting Date; |08/31/2008 |[5
*Address: 1|2 asdvanced Vendor Search  *Currency: usD |3 Mon Merchandise Sumrmary
OFFICEMAX Total: 140.00 Calculate
2109 SW FAIRLAWN PLAZA DR Difference 0.00 Session Defaults
TOPE
TOPEKA, KS 66605
Packing Slip:

Figure 28. Invoice Information Page

5. Verify that the vouchers are complete by changing the status to Verified on the
Assignment page.
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Page name ' Navigation

Group Information - | Accounts Payable>Control Groups>Group
Assighment Information>Assignment

[ Assignment Y Accounting |}~ Vouchering Options | Veuchers | Tax Options |

Unit. 00200 Group: 0000000007

Vigw All First
Run a Tape 1-3 of 3 [ Last Gross Amt Nbr of Vouchers
Gross Amt: 170.00] [H[=] 1,555.00 3
Nbr of 1,245.00 =
Vouchers:
+
140.00 = Gross Amount Difference
0.00
Voucher Totals Difference
Verified v
0
Assigned to: | FMSJKATZ 3 Jeanne Katz Reserve Voucher Numbers

Assigned: |08/31/09 Z.44PM Starting Erom: 00000000

Due: 08/31/09 3:02PM Completed: |08/31/09 3:04PM

& Save | [\ Return to Search | +[E] Previous in List | +E| Next in List | [=] Motify | Es Add

Assignment | Accounting | Vouchering Options | Vouchers | Tax Options

Figure 29. Control Group Assignment Page

@ Walkthrough/Activity

We will now complete a walkthrough using a UPK simulation: Creating Control Groups.
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@ Walkthrough/Activity

We will now complete Activity 8: Setting up Control Groups in your Activity Guide.

@ Walkthrough/Activity

We will now complete a walkthrough using a UPK simulation: Entering Vouchers into
Control Groups.

@ Walkthrough/Activity

We will now complete Activity 9 Setting Up and Adding Vouchers to Control Groups in
your Activity Guide.

Topic 3: Deleting a Control Group

After you have created a control group, assigned it to an employee, and entered the
vouchers, you can review the data in SMART. During a review of the groups, you may
see an error in one of the groups, in which case you may wish to delete the group. You
can also delete all or individual vouchers within a control group.

Note. You cannot delete vouchers that are posted or paid

You use the Delete Control Group page to delete group IDs. Two likely reasons for
deleting a control group are your agency no longer wants to track the control group, or a
control group was inadvertently entered.

@ Walkthrough/Activity

We will now complete a walkthrough using a UPK simulation: Deleting Control Groups.
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@ Walkthrough/Activity

We will now complete Activity 10: Deleting a Control Group.

Lesson Review
In this lesson, you learned how to:
e Create a control group
e Discuss the process for creating control groups in SMART, including when a
control group is used, requirements for entry, and various scenarios
e Enter vouchers into a control group in SMART
o Delete a control group
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